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The Defense Travel Management Office (DTMO) has created a number of web based training

(WBT) classes an introduction to various aspects of using the MyTravel travel system. You can
access these WBTSs 24 hours a day, 7 days a week through the Travel Explorer (TraX). The class
titles, content, and intended audiences of currently available MyTravel WBTs are:

Travelers and Approver Introduction: Shows the basics of creating and approving travel
documents (i.e., trip requests and expense reports) in MyTravel.

Travel Managers: An Overview: Introduces Travel Managers to the various permissions
they can hold and how to get extra help, training, and system information as needed.

Travel Managers: Employee Administrator: Provides the basics of creating and updating
system profiles, to include in- and out-processing steps.

Travel Managers: Credit Card Administrator: Shows how to maintain the connections
between Traveler profiles and imported travel card transactions.

Travel Managers: Request Administrator: Introduces the basics of creating and running
system queries to perform a reporting function on trip request contents.

Travel Managers: Expense Processor: Same as Request Administrator, but they work
with expense report contents.

This information paper will show you how to access all of these WBTs.

The first step is to log onto Passport (the DTMO’s web portal). To do that:

1. Navigate to https://travel.dod.mil/passport. A DoD warning statement (Figure 1) displays.

Passport

J. u.s. Department of Defense Warning Statement
.

You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only. By using this IS (which includes any device attached
to this IS), you consent to the following conditions: The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to,
penetration testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (CI)
investigations. At any time, the USG may inspect and seize data stored on this IS. Communications using, or data stored on, this IS are not private, are subject to
routine monitoring, interception, and search, and may be disclosed or used for any USGauthorized purpose. This IS includes security measures (.g., authentication
and access controls) to protect USG interests--not for your personal benefit or privacy. Notwithstanding the above, using this IS does not constitute consent to PM, LE
or Clinvestigative searching or monitoring of the content of privileged communications, or work product, related to personal representation or services by attorneys,
psychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential.

Figure 1: DoD Warning Message
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Access and 2. Read the warning message and select OK. The Passport logon screen (Figure 2) opens.
Login

Username

Password

Forgot your password?

Log in to Passport

OR

BB} continue with your CAC

1 you'ne new to Passport, register here,
Login Help

Figure 2: Passport Login Screen

3. You must have a user account to log onto Passport. Create one if you don’t have one, but
once you do have one, you can enter Passport by Username and Password or with your
CAC. Either way, the Passport home screen (Figure 3) opens. From here, you can access
various applications based upon your permissions. At a minimum, you will have access to
My Profile, Subscriptions, and TraX.

Passport

Passport is the Defense Travel Management Office's single sign-on portal to permission-based
applications related to DoD commercial travel.

© vy Profie Q@ subscriptions

DefenseTravel Passport Home DTMO Home
Mesessnert Office Passport Feedback Logout

Figure 3: Passport Home Screen

4. Select TraX. The TraX home screen (Figure 4) opens.
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Training screen (Figure 5) opens.

TraX

I TraX Home

Training

Access all of our online travel training. Customize your training
itinerary, track your completed training, and print certificates of
completion.

Trip Tools

Build a trip estimate and look up location reports that include
maps, travel advisories, U.S. Embassy contacts, weather and
more.

All WBTSs are housed in the TraX Training module. To access any MyTravel WBT:

1. Onthe TraX home screen, select the Training button at the top of the page. The Available

Knowledge Search
Find answers to your travel questions by searching our database
of thousands of FAQs, help topics, guides, and other resources.

Travel Assistance
Submita help desk ticket directly to the Travel Assistance Center.
Plus, review your ticket history.

« TAC Outreach Call - Next Call 3/8 (Topic: Lodging)

« Issues using Internet Explorer to Access Passport

« Fall Issue of the Dispatch, the DTMO

+ DHS Announces Extension of REAL D Full Enforcement Deadline

+ Key_Points About Securing a Non-Availability Confirmation Number

* DTS Users Should Delete Internet Files and Cookies After a Software Release

* UPDATED 4/24/19 - for Common DTS Issues Resulting from DT

ftware Releases

+ Trouble Logging into DTS? Check Your Pop-Up Blocker

Figure 4: TraX Home Screen
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Figure 5: Available Training Screen

2. On the Available Training screen, you can find the MyTravel WBTs by:

e Entering “MyTravel” in the search bar and selecting Search (Figure 5, indicator #1).

o Selecting Show All and then Next to go to the second page. (Figure 5, indicator #2).

3. Whichever route you took, the WBTs will be visible on the screen (Figure 6), each with its

own Launch button.
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Figure 6: Available Training Screen with MyTravel Classes Visible

4. Select Launch to the left of the class you want to take. An information screen (Figure 7)
opens. It provides information about the class and the system requirements for running it.

Welcome to MyTravel Traveler and Approver Introduction

This class explains the basics of MyTravel use. First, it provides a basic introduction to MyTravel that is applicable to everyone. It then shows Travelers how to
get started using MyTravel, and how to use MyTravel to A) arrange Temporary Duty (TDY) travel and B) file a post-travel claim for payment/reimbursement
Second, it shows Approvers how to review trip requests and expense reports, and to approve or return them as necessary. Please keep in mind that this is a
“first look” introduction class. It only covers the very basics.

This class takes an average of 60 minutes to complete in its entirety. This estimate assumes you visit all of the mandatory material, view approximately half of
the optional material, and complete the assessment at the end of the module. Your time may vary significantly depending on your reading speed, the amount

of material you access, and many other factors.

You may complete this class in more than one sitting. Although the Travel Explorer (TraX) does not retain a record of your class progress after you exit a
training module, when you return to the module, navigate directly to the page last viewed and proceed from that point; there is no need to start the module
aver. When you successfully complete the module, you will be able to print your completion certificate, and TraX will record your successful completion. To see
a list of your completed training, log into TraX, navigate to the Training module, and select the Completed tab. You can also print copies of your training
certificates from the Completed tab.

System Requirements to view the course:

* Operating systems: Windows Vista, Windows 7, Windows 8
Screen resolution: Best viewed in 1024 X 768 or greater
Browsers: Microsoft Edge, Google Chrome, Safari, Firefox
Browser capabilities: JavaScript and cookies enabled
Pop-up blockers must be disabled or manually allowed

Internet Explorer (IE): Due to the imminent sunset of this application, our classes may no longer function correctly in IE, especially if you are running this
WEBT in a virtual desktop or cloud environment. We recommend using the Chrome, Edge, Firefox, or Safari browser instead, if your organization allows
their use. Always contact your IT department before installing or using any new computer application.

Launch Course

Figure 7: Welcome to MyTravel Traveler and Approver Introduction Screen

5. Once you verify that your computer is properly configured, select Launch Course at the
bottom of the window. The class launches.
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Printing All MyTravel WBTs offer a certificate upon successful completion of the assessment. You can
our . . . . . S ,
>(/3ertificate view, print, and delete any certificate associated with your profile in TraX. Here’s how. All
options presented are visible on Figure 8.
TraX Training
TraX Home Completed Training
Trip Calculator Completed training records, including certificates, will be deleted after 6 years. Be sure to click &€cePrint3€® and then d€ceSaved€R a copy of your certificates if needed
for your records.
Quick Tools '
Training [@ Export to Excel Export to PDF 8 Print Classes show| 25 +|entries
Atedie Class Completed Version Completed Iss:ed Print Certificate
Scheduled Y
Completed Programs & Policies - Travel Card Program (Travel Card 101) [Mandatory! 3.00 07/19/2021 | TraX
DTA - Reports 2.05 01/21/2022 | Admin
My Roles
MyTravel - Traveler and Approver Introduction 1.00 03/03/2022 | TraX
& Showing 110 3 of 3 entries
Knowledge Search
Travel Assistance
Passport Home
Logout
Figure 8: Completed Training Screen
1. From the TraX navigation bar, select Completed. Note: If you're not already in the Training
module, select the + first to open the options under Training.
2. Toview, save, or print a single training certificate:
a. On the class row, select Print in the Print Certificate column. The certificate
displays.
b. Use your preferred method to print the certificate or save it to your computer.
3. If you want to print a list (but not the actual certificates) of all your completed courses,
select Export to Excel, Export to PDF, or Print Classes and follow the prompts.
Updating If you need to update your account information (e.g., your email address changed), select My
Account Profile from the Passport home screen (Figure 3). The screen that opens allows you to change
Information your account details. After entering the new information, select Update Profile to save your

changes.
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